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address should be written squarely in
the middle of the envelope, bearing in
mind that a stamp will go on the top
right-hand corner, and in addition to
the stamp the rubber stamp markings
made by the Post Office. If you
address the envelope too high and too
much to the right the address will be
obscured by these markings.
Your letter is now ready to post.

Postcards.

Postcards in general use are of two
types ; plain postcards and picture
postcards. The plain postcard is
addressed exactly the same as a letter
on one side, on the other it should bear
the sender's address, but in practice
the salutation may be dropped and the
subscription omitted. The postcard is
in any case an informal means of cor-
responding and the strict form of the
letter need not be adhered to. It is
quite obviously not used for com-
munications of any great importance
or of a private nature, because at any
stage of its journey, its message is open
to be read by others.

In the case of the picture postcard
the reverse side is divided into two
halves. On one side goes the address,
on the other the message. Do not
allow your desire to say more than you
have room for tempt you to carry your
message across into the address section.
This is not fair to the postal autho-
rities. If you have so much to say,
you should write a letter.

Telegrams.

A telegram is really a shortened,
abbreviated or condensed form of
letter. You may send a telegram in
two ways. If you are a telephone sub-
scriber, all you need do is to get
on to the telephone exchange, ask for
" Telegrams," then proceed to dis-
patch it. You will be required to give
your own telephone number, then the
telephone number or address of the
person to whom you are sending it.
You then dictate your short message

clearly, spelling any unusual words.
You finish by giving your " signature."
A telegram is meant for speed, therefore
the shorter it is the more quickly it
will go because there is less delay in
its transmission. Bear in mind that
after you give it to the telephone ex-
change it is sent over the telegraph lines
to the receiving office nearest to your
friend's address. A telegram is of
course more expensive than a letter.
In a telegram there is no need to
write beautiful smooth flowing or even
strictly grammatical English; you
merely wish to give the essentials in a
way in which they cannot be misunder-
stood. -For example, in a letter you
might say " You will be extremely
pleased to hear that as a result of all
my careful studies this term, I have
been placed head of the form in the
examination and have therefore gained
a scholarship to York University." In
a telegram all you need say is " Gained
first in term exam., and York scholar-
ship."
Transmitted by Radio.
The alternative method of sending
your telegram is to go into a post or
telegraph office and ask for a telegram
form. You then write your message
on the form which is clearly laid out so
that you cannot mistake its purpose,
and hand the form to the clerk or
operator, who will count the number of
words (including the address of the
person to whom you are sending it) and
calculate how much it is going to cost
you. The actual rate has varied at
different periods in the history of the
Telegraph Service and may do so again.
A minimum charge of is. for nine words
and a td, for each word thereafter
would appear, however, to be a stan-
dard and perhaps permanent rate.
The minimum charge means that even
if the address and message is less than
a total of nine words you still pay as
though it were nine words. It is
worth noting that, in calculating the
number of words, a town, the name of